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A business process change has been adopted in the ConnectND Hire process. The change is
necessary to ensure that the HR and Student Administration databases are synchronized to avoid
multiple 1D’s for any one individual. This is an important issue to enable the University System to track
and administer the students they employ in work-study or as temporaries (and employees who take
classes as students). Common ID’s between the HR & Student databases will also help the University
System do some tracking of students into the workforce and improve our knowledge of the educational
backgrounds of our employees.

BUSINESS PROCESS CHANGE
The business process change places a new entry screen in the hire process. On the employment side,
the screen (shown below) uses various personal information on a new hire to search the Student

Administration database to see if that person already has a StudentID. If it finds a record, the StudentID
will become the EmplID.

Home = Administer Workforce = Administer Workforce (GBL) = Uze = ND Hire <€¢— Nav_igation Change_,
‘ND Hire’ replaces ‘Hire’

EMPLID Search ‘.I_

EmpliD: | ‘National ID: |
*L ast Name: ‘Date of Birth: | B

|
First Hame: | " Male " Female
|

Address:
City: |

Countny Iﬁ 4 State: | (=Y Search |

ﬁ Flease specify appropriate search criteria and click 'Search' push boutton to start search.

Caontinue |
| E Save
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Enter information for the new employee in the ‘ND Hire’ screen, then press ‘Search’. If no records are
found (see below), click on Continue for the hire process.

-

Home = Administer Warkforce = Administer Workforce (GHL) = Lse = HD Hire

First Hame:

EMPLID Search ‘.I_

EmpliD: | ‘Mational ID:  |123456759

*Last Name: I'—EGHORN *Diate of Birth: IIZITIEHHQEEI B
[FOGHORN " Male " Female

Address: |

City:
Country:

|
Iﬁ ﬂ State:

[ 4

o

Continue |
| ﬁ."Save

Mo Emplovee recards were found that matched wour search criteria.

Yol can either chande your search criteria (and the againy or click the '"Continue’ push
hutton and use MNEW (e the systerm will agsign the next available Employee [d for you).

If a matching record is found in the Student Admin (SA) system, you may then select the correct
matching record and click ‘Continue’ to proceed through the hire process.

o

€ Home

Home = Administer Waorkforce = AdministerWaorkforee (GBLY = Use = ND Hire

TEMPLID Search

EmpliD: I NationalD;  [123456783
‘LastName: [Pr=— “Date of Birth: [13/051 5= [

Frsthames | i & omals

address: |

city: f

countr, U2 Al state: | Y

1 Employee records were found that matched your search criteria

Pleasze review the Employee details inthe results returned. Ifyou find an Ege

thatyou wish to use, please checkthe ‘Select' checkbox against thg
gAT that meets your

aTand try again) or click the
efn will assign the next available

e click the "Continue’ push hutton. Ifyou do not find an Employ:
requirements, you can either change your search crite
‘Continue’ push button and use NEWY i.e. the gy

Employee Id foryouy,

Employee Id Search Results

EmpliD Name

1 1=

Date of Birth  City

=nt vy Qamams

Continue |

I=E

Bismarck

State
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Address
MO 10937 = Dr

3 Sign Cut

f2 Worklist

Mewe Wiind owe

SA = Student Admin System
Click in the ‘Select’ box
Then Click ‘Continue’ to hire

1Y

Wi Al First (4] 1ar4 (M Last
Country Gender System Select
r

LISA h SA T

Be sure to click in the ‘Select’ box to carry
the ID forward to become the EmplID.
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, it will be necessary

to switch to a Transfer or Re-Hire process.

e

Finally, if a matching record is found in the‘ HR database (or both HR & SA as below)

& Horrie (2 forkl s/ S Sign Qut

Home = Administer YWorkforee = Administer Workforee (GBL) » Use = ND Hire e Wtind o
EMPLID Search
EmpliD: | *Hational ID: |55
‘LastName: [P “Datear girth: [0411 4= ]
First Name: I " Male  Female
Address: |
] (i
Country: lUBA Q| State: Ql a2 ERET

2 Employee records were found that matched your search criteria

Flease review the Employee details in the results returned. Ifyou find an Employee Id

0 that youwish to use, please check the 'Select’ checkbox against that Employee row and
click the 'Continue’ push button. Ifyou do not find an Employee |d that meets your
requirements, you can either change your search criteria {(and try again) or click the
‘Continug’ push button and use MEW (i.e. the systern will assion the next available
Ernplayee Id for you)

Employee ld Search Results View sl Tirst [0 12z [ Last

EmpliD Name Date of Birth  City State Address Country Genfler Syste\n Select
1.0292511 Pross—— O04itaen52  Bismarck ND 148w Jersey USA [} 54 I
20292511 Pe = | 041 41775 BISMARCK MO 1057 ¥ DRIME UsA ] HR -
Continue

=0

The following checklist highlights remaining Menu Items, Components, and Pages necessary for
basic initial processing. The checklist focuses on the most common general situations. For
specific detail, see the relevant manual.

HR/Payroll Checklist for New Hires

HR: (Navigation: Administer Workforce> Administer Workforce (GBL)> Use)

o

Hire (all tabs except Job Labor)

€ Horre & winrklist
) Personal Data Home = Administeryorkforce = Adminigter Workforce (GBL) = Use = Hire
0 Name H|St0ry |/ Mame History \(Addess Histary y "Pefsonal Histar IdentityDiversity
lo) Address Hlstory EmpliD: NEW Employee Searchfor Emploves it
.
o Personal History a0 H ==l
o ldentity/Diversity i First {0 1ot 1 ) Lot
° JOb Data ’EfoZtc;i:ve 04i10/2003 =1
O WOFk LOC&tIOﬂ Format Using: Wg United States Refresh the Mame Field |
o Job Information [ prefie =
o Job Labor (Not Used) Faat | Hih;
ast: I— X2
o Payroll ot st =
0 Salary Plan ame:
o Compensation \' \
e Employment Data ¥ . | ;.
. | Personal Data Job Data Employrent Data Eamings Distribution Benefits Prograrm Paricipation
o0 Employment Information f
e Earnings Distribution oo (0 ) et ) (BReiust) Eraw)
o Job Earnings Distribution
Workers Compensation Note: The Service Date in Employment Data
Emergency Contact should always be set to the first day of the
Driver’s License Data (Optional) month to increment and accrue leave properly.
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Payroll: (Navigation: Compensate Employees> Maintain Payroll Data (US)> Use)

Direct Deposit (If they choose this) (the ‘Suppress DDP Advice Print’ box should be checked if the
employee has access to the Portal and self service)

Employee Tax Distribution (This panel is automatically created through ‘hire’ but should be checked
for correct locality information)

Employee Tax Data (For a new hire, insert a new row with the effective date of the day after the hire

date even though the employee’s tax status is S and allowances are 0 (the default) to signify that you
have reviewed the employee’s tax data)

e Federal Tax Data
e State Tax Data

General Deduction Data (All employees must be enrolled in S00901-Section 125 admin fee)

Commitment Accounting: (Navigation: Home>Define Business Rules>Define
Commit Accounting(US)>Setup>Department Budget Table)

Department Budget Table (All employees must have a department budget table. If the hire is a

permanent employee filling a previously existing position, the table may already be set up, but ensure
the established account code(s) is correct for that employee.)
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Benefit Program Checklist for New Hires

A business process change has also been adopted in the Benefit Enrollment process. You will no longer
use the Base Benefits portion of Peoplesoft to enroll new hires in their benefits. Instead, the Benefits
Administration (Ben Admin) process will be used. Keep in mind that Ben Admin processes events, not
participants. This processing will facilitate consistency in benefit plan enroliment and make the
enrollment process more streamlined. Following is a checklist for the processes you will follow in using
Ben Admin. If you wish to have more detail than what is provided here, please refer to the Ben Admin
manual. Sample event maintenance exercises are also included in the manual for your convenience.

After hire data has been entered on Job Data, the following must occur to enroll employees in the
benefits they are eligible for. The navigation for all Ben Admin actions is Home>Compensate
Employees>Administer Automated Benefits.

1. Verify BAS activity. Events are in emplid order and there should be an event class HIR for the
individual you are verifying. Event Date should be Hire date.

2. Events will be assighed to a schedule. For the present time, NDPERS will run this activity.
Scheduling will occur a minimum of three times a day, Monday through Friday.

3. Verify schedule and program assignment. Using either Event Status Update or Controls
Processing Update, you will verify that the individual has an “assigned” status, that they are in
the correct benefit program and that they are scheduled into your business unit. The schedule
assigned should be the first three numbers of the Business Unit number followed by EM.
(Company ID followed by EM if you are a Campus.)

4. ltis now necessary to prepare options for the individuals you are processing. If thisis
your first time preparing options, you will need to add a Run Control ID. (See Manual for
assistance if you need it) After the schedule ID is created, it can be reused and should be
entered in the Schedule ID field. BAS type should always read “Process Existing Events Only”.
You will press Run button to take you to the Process Scheduler. Server Name selected should
be “PSNT” and the “OK” should be selected to process. By pressing Process Monitor Review,
you will be able to track the status of your processing. Don't forget to enter your schedule 1D
when running the processing! After your process finishes with “success”, press go back to Run
Control to return to the breadcrumbs.

5. Next you will verify that the options have been prepared. You may use either Event Status
Update or Processing Controls Update to do so. The process status for your HIR event should
now be Prepared (PR). Benefits can now be elected for each participant you are processing.

6. You will want to produce an Enroliment Statement to facilitate your data entry of the
employees benefit program elections. This statement is only for your use as a data entry
tool and should not be given to the employee. You will need to enter your run control id and
your schedule id. Be sure to indicate that Type = Web and Format = PDF.

7. Elect options. After you have received the necessary completed paperwork back from the
employee, transfer the employee’s elections to the Enrollment statement. On Election Entry,
enter all the benefits the employee has elected to participate in as well as enter all dependents.
DO NOT ENTER BENEFICIARY INFORMATION, as that will be maintained at NDPERS.
Defaults are located in the Appendix B of the training manual if you need to refer to that table.
After elections are entered, be sure to hit “SAVE”. Do this for each Hire you have. This activity
will cause the Process Status to change to “Entered”. (ET)
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8. Your next action will be to Finalize/Enroll employees in the benefits they have elected.
You will need to enter your Run Control ID and enter your schedule ID and tab out of that field.
Always select “Process Existing Events”. You will press the Run button to take you to the
Process Scheduler. Server Name selected should be “PSNT” and the “OK” should be selected
to process. By pressing Process Monitor Review, you will be able to track the status of your
processing. Don'’t forget to enter your schedule ID when running the processing! After your
process finishes with “success”, press go back to Run Control to return to the breadcrumbs.

9. Verify the finalized event. Using either Event Status Update or Processing Controls Update,
verify that the Process Status for your HIR event is Finalized/Enrolled (FE) and the event status
is closed. If you have a Process Status of Elect Error (EE), you will need to view Messages to
see what the problem is. You may verify benefit enroliment for each plan type by accessing it in
Base Benefits or through Benefits Summary (payroll dedns). The navigation is
Home>Compensate Employees>Administer Base Benefits.
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